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AODA at Conestoga: Accessibility & Inclusivity  
 
President’s Remarks 
As a world class institution in polytechnic education, Conestoga has a long history of supporting accessible education. For example in the late 1990’s Conestoga was the pilot 
site for the provincial Learning Opportunities Project (LOP) initiative that focused on expanding services and supports for students with learning disabilities. More recently, 
Conestoga was one of the first postsecondary institutions in Canada to launch a Respect campaign to promote a campus community that is respectful, welcoming and inclusive 
to all. 
People with documented disabilities represent approximately 12% of our student population. In the coming years that percentage is projected to grow considerably at Conestoga 
and all other colleges as significantly more students with disabilities participate in postsecondary education.  
As a school whose mission includes a commitment to “serve responsibly the diverse and ever-changing needs of the community”, we look forward to enhancing our services, 
processes and employee expertise to meet the needs of our many current and future students with disabilities.  
With this in mind, the work that our AODA Accessibility Committee has done over the past three years to introduce new practices based on AODA legislation has been an 
important next step in our evolution.  As is evidenced by the attached multi-year plan, Conestoga is committed to continually improve the services and infrastructure needed to 
create an accessible and inclusive campus community.  
 
Introduction 
Conestoga’s commitment to accessibility is not new. As a polytechnic committed to inspiring “students and employees to strive towards their highest potential”, Conestoga is 
committed to being a leader in accessible practices.  
 
The AODA legislation provides a good framework to create a more accessible and vibrant school. It is our belief that compliance with the AODA legislation is the starting point to 
ensure accessibility for all.  
Most students with disabilities who pursue higher education have benefitted from inclusive practices in their secondary education, so, it is reasonable for them to have similar 
expectations of us in regard to inclusivity and accessibility.  
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Likely the most recognizable sign of our commitment to accessibility is our Accessibility Services department that is comprised of 14 full-time staff and over 60 part-time 
interpreters, note takers, proctors and other service experts. Headquartered at our Doon Main Building and with services at our other campuses, the Accessibility Services 
department continues to innovate to meet the evolving needs of our rapidly growing student population.  
 
Each year, Accessibility Services leads focus groups to better understand the experience of students with disabilities at Conestoga. Over the past several years, the 
Apprenticeship Working Group held similar meetings to bring stakeholders together to discuss offerings, identify service gaps, and problem solve barriers with the hope of 
developing best practices for service delivery to apprentices here at Conestoga. Recently, an Apprenticeship Liaison was hired to support apprenticeship students with 
disabilities through small group and individual appointments, offered at all four campuses. 
Over the past four years, the college has made a significant commitment to increase employee skills and knowledge by offering professional development opportunities on a 
wide range of accessibility topics. Since 2009, over 2,200 Conestoga employees and student volunteers have completed the AODA Customer Service training.  
In addition to offering AODA training, the Professional Development and Accessibility Services departments have delivered a variety of disability-focused developmental 
opportunities for Conestoga employees.  
A driving force behind many of the current and future accessibility enhancements at Conestoga has been the AODA Accessibility committee. This multi-disciplinary committee of 
13 includes senior managers and subject matter experts and representatives from Conestoga Students Incorporated. 
The attached multi-year plan identifies a wide-range of initiatives that we will undertake to make Conestoga accessible to all. As such, our multi-year plan is a clear, forward-
thinking renewal of our longstanding commitment to accessibility and inclusivity. In addition our Student Association, Conestoga Students Incorporated (CSI) is compliant with 
the current regulations and produces their own Multi-Year Accessibility Plan that outlines their strategy to prevent and remove barriers that meet applicable legal and regulatory 
requirements. A copy of the plan can be found on their corporate website under the “Accessibility” tab: www.conestogastudents.com 
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REGULATIONS OUTLINED IN THIS PLAN 
 
ACCESSIBILITY STANDARDS FOR CUSTOMER SERVICE (O. Reg. 429/07)  

Section 3:  Establishment of policies, practices and procedures 

Section 4:  Use of service animals and support persons 

Section 5:  Notice of temporary disruptions 

Section 6:  Training for staff, etc.  

Section 7:  Feedback process for providers of goods or services 

Section 8:  Notice of availability of documents 

Section 9:  Format of documents 

 
INTEGRATED ACCESSIBILITY STANDARDS (O. Reg. 191/11)  
PART I: GENERAL 

Section 3:  Establishment of accessibility policies (January 1, 2013)  

Section 4:  Accessibility plans (January 1, 2013)  

Section 5:  Procuring or acquiring goods, services or facilities (January 1, 2013)  

Section 6:  Self-service kiosks (January 1, 2013)  

Section 7:  Training (January 1, 2014)  
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PART II: INFORMATION AND COMMUNICATIONS STANDARDS 

Section 11:  Feedback (January 1, 2014)  

Section 12:  Accessible formats and communication supports (January 1, 2015) 

Section 13:  Emergency procedure, plans or public safety information (January 1, 2012)  

Section 14:  Accessible websites and web content (Phase 1 – WCAG 2.0 Level A) (January 1, 2014)  

Section 14:  Accessible websites and web content (Phase 2 – WCAG 2.0 Level AA) (January 1, 2021)  

Section 15:  Educational and training resources and materials, etc. (January 1, 2013)  

Section 16:  Training to educators (January 1, 2013)  

Section 17:  Producers of educational or training material (Phase 1 – accessible format / conversion ready textbooks) (January 1, 2015) 

Section 17:  Producers of educational or training material (Phase 2 – accessible format / conversion ready print-based resources) (January 1, 2020)  

PART III: EMPLOYMENT STANDARDS 
Section 22:  Recruitment, general (January 1, 2014)  

Section 23:  Recruitment, assessment or selection process (January 1, 2014)  

Section 24:  Notice to successful applicants (January 1, 2014)  

Section 25:  Informing employees of supports (January 1, 2014)  

Section 26:  Accessible formats and communication supports for employees (January 1, 2014)  

Section 27:  Workplace emergency response information (January 1, 2012)  

Section 28:  Documented individual accommodation plans (January 1, 2014)  

Section 29:  Return to work process (January 1, 2014)  
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Section 30:  Performance management (January 1, 2014)  

Section 31:  Career development and advancement (January 1, 2014)  

Section 32:  Redeployment (January 1, 2014) 

 
 
ACCESSIBILITY STANDARDS FOR CUSTOMER SERVICE (O. Reg. 429/07)   

Compliance Deadline:  2010-01-01  
Legislation Deliverables Activities Responsibility Status 

Section 3: 
Establishment of 

policies, practices and 
procedures 

College developed Customer Service 
Standards (CSS) policy and 
procedures, available in an accessible 
format. 

CSS policy is written, approved by ACC and posted to the 
College website. 
Presentations delivered to faculty and administrative staff with 
overview of AODA and background information about CSS. 
Practices discussed and implemented.  

AODA Committee Complete 

Service animals and support person CSS training includes information on service animals. Professional Development/ On-going 
information included in CSS policy and CSS policy contains statement on service animals  AODA Committee 

Section 4: 
Use of service animals 
and support persons 

training. 
 

 

Problem solving for on-going questions. Employees informed of practices if questions arise. 
Accessibility services involved in on-going problem solving.   
The College is to develop a more detailed policy and 
procedure.  Training is on-going and policy is updated. 

Professional Development/ 
Accessibility Services 

On-going 

Section 5: Disruption notification is available A temporary disruption notification system is available on the IT/ Communications/  Complete 
Notice of temporary publicly on the Conestoga website. College website.  Security and  
disruptions for the Temporary disruption process is Disruption policy and procedure is drafted, approved by ACC On-going 
public on website. developed for the College.  and posted to the College website. 
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Notice includes reason, Managers are kept informed of how to Managers are informed of process and shown how to post a 
duration and available post a service disruption.  disruption. 

alternatives.  The College community and the general public can access the 
Document outlining 
steps to be taken for 

disruption system on the homepage of the Conestoga website.  
Students with disabilities are informed Accessibility Services provides students with disruption Accessibility Services On-going 

temporary disruptions. of the disruption notification system.  information as part of their orientation. 
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Compliance Deadline:  2010-01-01 

Legislation Deliverables Activities Responsibility Status 
Customer Service training is developed System developed to train all new and existing staff using both Human Resources/ Complete 
for all existing staff and on-going for face to face and online methods.  Professional Development and  
new staff. Customer Service Standards  On-going 
training conventions are established for In total, 716 staff members have participated in the training. 
the Conestoga community. An online module is mandatory training for all incoming full 

Section 6: 
Training for all staff and 
for those who develop 

policy. 
Comprehensive and 
specific training is 

available and updated 
with new processes. 
Document describing 

training dates and 
content is available. 

Records of training are 
kept. 

 
 

and part-time staff. 
 
Special workshops on specific topics are available from time 
to time. For example, in 2013 an all-administrators meeting 
was held to review the legislation and better understand the 
college’s mandate moving forward. 
 
Records are kept of staff who have completed training in the 
PD department. 
 
On-going:  In 2013 & 2014, 780 faculty, technologists, deans 
and chairs completed Making Education Accessible 
workshops (either in-person or on-line), An online module for 
the IASR was created which links to the OHRC’s five-part 
Working Together module on the Human Rights Code and the 
AODA, and each year at our annual E3 conference in June 
there are a couple workshops on accessibility (e.g. Making 
Word Accessible, Creating an Accessible Classroom, etc.) 
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Section 7: 
Feedback process and 
policy for receiving and 
responding to customer 

feedback. 

Feedback 
place. 

policies and practices are in Feedback policy is developed, approved by ACC and posted 
to the College website.  
Feedback forms are available on the web to ensure easy 
access for students, staff and general public to Conestoga 
accessibility information.  

AODA Committee/ IT Complete 

 
Processes are in place to ensure responses to accessibility 
feedback are timely and integrated into College planning 
processes. 

Manager, Student 
Access/AODA Committee 

On-going 

Section 8: 
Notify customers 

availability of 
documents on 
accessibility. 

of 

Notification process included in 
Customer Service Standard policy. 
College community is informed about 
accessing documents.  Policies 
concerning accessibility are posted in 
conspicuous areas. 
 

College community informed of location and content of 
policies, the rights of those requesting documents and how to 
provide alternate format, when requested. Accessible policies 
information is posted in a public spot and on the website. 
Service areas of the College are aware of how to direct 
student requests for copies of policies. 

AODA Committee Complete 
and  

On-going 
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Compliance Deadline:  2010-01-01 
Legislation Deliverables Activities Responsibility Status 

All documents related to the AODA are College staff are made aware of what constitutes an AODA Committee/ Complete/ 
available in an accessible digital format.  accessible document and how to obtain a document in an Accessibility Services On-going 

Section 9: alternate format. 
Format of documents An accessible template has been developed for general 

must take into account College policies and procedures.  
the person’s disability. A system is in place to allow anyone to request alternate AODA Committee Complete 

format and communications support.  

This report is available in alternate format upon request  9 
 



 
Conestoga College Accessibility Plan 

 
INTEGRATED ACCESSIBILITY STANDARDS (O. Reg. 191/11)  
Compliance Deadline:  2012-01-01 

Legislation Deliverables Activities Responsibility Status 

Section 13: 
Emergency 

procedure, plans 
or public safety 
information in 

accessible 
format. 

Emergency plans and procedures are posted 
publicly on the Conestoga website, with 

accessible versions available upon request. 
Emergency procedures are reviewed to ensure 

accessibility. 

Emergency plans and safety information available on the 
College website. Alternate format versions are available 
upon request. 
Safety information sessions are provided on an on-going 
basis according to planning processes.  
All aspects of emergency planning have been reviewed and 
are being monitored for accessibility.  
A new fire warden system was implemented for all 
campuses. 
New PA system installed at all campuses for emergency 
messaging.  
Safety brochure developed focussed on accessibility- in 
accessible format. 

Facilities Management/ 
Security 
 

Complete / 
On-going 

New signage acquired and posted for Emergency 
Evacuation Zones. 

Facilities Management / 
Security 

Complete 

Communication systems and cameras updated for the 
evacuation zones and for elevators.  
Safety signage is being improved throughout the system.  
 

Facilities Management / 
Security 

On-going 

Accessibility Services continues to give students with 
mobility barriers orientation to evacuation areas during the 
initial intake appointment. 

Accessibility Services On-going 
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Emergency procedures are integrated into orientation for all Human Resources Complete / 
new full-time staff. On-going 
For part-time staff, employees are advised via their part-time 
employment contract, of the opportunity for a personal 
emergency plan. 
Workplace Emergency Employee Plan form on intranet 

Compliance Deadline:  2012-01-01 
Legislation Deliverables Activities Responsibility Status 

Section 27:  
Workplace 
emergency 
response 

information 
provided to 
employees. 

Process is developed to provide emergency 
information and procedures for College 
employees. 

• 

• 

• 

• 

• 

All employees have been made aware of the 
Personalized Emergency Response 
Plans.  Distributed memo. 
As part of hiring/orientation process, all new full time 
employees are provided with information regarding 
Personalized Emergency Response Plans 
Statement has been included on employment 
contract for part time employees since 2012 
Form to request personal emergency response plan 
has been developed and is on HR Intranet 
Process is in place to develop individualized 

Human Resources/ 
Occupational Health and 
Safety / Security 

Complete / 
On-going 

Individualized 
emergency plans 

available to 
employees. • 

• 

emergency planning, to obtain consent from 
employee, provide information to individual providing 
assistance and ensure Security has record of plan 
Personalized Emergency Response plans for 
employees are kept on record with facilities as part of 
the fire safety plan.  
Occupational Safety is involved in creating plans, as 
required. 
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Compliance Deadline:  2013-01-01 
Legislation Deliverables Activities Responsibility Status 

College accessibility policies are developed 
and posted in an accessible format on the 
Conestoga website. Conestoga develops 
comprehensive policy and procedures.  

Develop a comprehensive accessibility policy and procedure 
and post on the Accessibility web page.  
Policies related to Accessibility are available on the 
Conestoga website 

AODA Compliance 
Committee  

Complete 

Alternate Format Policy and Procedure Policy and procedure have been developed and are on the 
College website.  

AODA Compliance 
Committee  

Complete 

Section 3: 
Develop, 

implement and 
maintain 

Conestoga 
policies related to 

the IASR 
requirements. 

 

Disruption of Service Policy and Procedure The Disruption of Service policy and procedure have been 
passed and implemented.  

AODA Compliance 
Committee 

Complete 

Accessibility for Persons with Disabilities- 
Customer Service Policy 

This policy outlines the college commitment to ensuring that 
staff training and college processes are conducive to serving 
individuals with disabilities   .  

AODA Committee 
 

Complete 

Accommodation for Employees with Disabilities  This procedure statement outlines the process for 
employees to access accommodations.  

Human Resources Complete 
and On-going 

Accessibly Feedback Process This document outlines college practices around collecting 
and responding to accessibility feedback. It is available on 
the web and in accessible print, on request. 

AODA  Committee 
 

Complete 

Procurement Policy The policy 
language. 

has been updated with appropriate AODA Finance/Purchasing Complete 
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Compliance Deadline:  2013-01-01 
Legislation Deliverables Activities Responsibility Status 

Section 4: 
Accessibility 

plans: Create a 
five year plan 

based on 

Multi-Year Accessibility Plan A five year accessibility plan has been developed and 
posted based on broad consultation with all sectors of 
college.  

the 
AODA Committee  Complete 

Student Focus Group Each summer a student focus group is convened with 6-8 
students with disabilities to provide feedback on disability 
and College accessibility. 

Manager, Student 
AODA Committee 
 

Access/ 
 

On-going 

consultation with Feedback shared with members of the AODA Committee.  
all areas. 

Review plan with 
students with 
disabilities. 

Prepare annual 
status report and 

post. 
Establish a 
consultation 
process with 
persons with 
disabilities. 

On-going consultation and evaluation with 
college providers 

The AODA Committee meets with departments to evaluate 
achievements and progress towards goals. These meetings 
are an opportunity to provide updated information and 
education concerning accessibility. 

AODA Committee 
 

On-going 

Student Consultation Establish a student advisory group to provide on-going 
feedback about progress towards accessibility goals. Recruit 
students and establish meetings each year. 

Manager. Student 
Access/AODA Committee  
 

 

On-going 

Annual Status Report  The AODA Committee meets to evaluate progress towards 
annual plans and develop a status report. The status report 
is posted to the Accessibility website by December of each 

AODA Committee 
 

On-going 

year.  
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Compliance Deadline:  2013-01-01 
Legislation Deliverables Activities Responsibility Status 

Section 5: 
Procurement: 
Incorporate 
accessibility 

features when 
procuring or 

acquiring goods, 
services or 
facilities. 

Updated language in purchasing agreements.  
 

AODA language has been incorporated in procurement 
policies, procedures and competitive documents. In addition, 
AODA criteria have been used routinely during the 
evaluation of competitive bids. 

Finance  / Purchasing Complete 

Criteria are communicated to all relevant 
areas. 

Purchasing meets with all new managers to 
purchasing criteria. 

explain Purchasing On-going 

College employees participate  Procurement at Conestoga participated in the working group 
for an Ontario Education Collaborative Marketplace (OECM) 
competitive initiative for AODA Related Services.  
 
Procurement is a member of the OCPMA Ontario Colleges 
Purchasing Management Association (OCPMA) sub-
committee, working collaboratively towards addressing the 
AODA procurement obligation. 

Purchasing On-going 

Provide explanation if accessibility criteria are 
impracticable. 

Exceptions are made by the Purchasing Manager in 
cooperation with the user department. The criteria are 
determined based on the requirement.  

Finance/Purchasing On-going 
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Compliance Deadline:  2013-01-01 
Legislation Deliverables Activities Responsibility Status 

Accessible kiosks and point-of-sale devices at Identify current and future self-serve kiosk locations in need Purchasing/ Facilities and On-going 
Section 6: all college campus locations. of complying with accessibility requirements. Facilities has ITS 

Self-serve Kiosks worked with IT in the placement of accessible and non-
Incorporate accessible kiosks. 
accessibility  

features when 
designing, Accessible criteria are built into procurement process. 

procuring or  
acquiring self- Facilities will communicate with relevant departments about 
service kiosks requirements when asked to become involved in a project or 

initiative. 
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Compliance Deadline:  2013-01-01 

Legislation Deliverables Activities Responsibility Status 

Section 15: 
Educational and 

training 
resources and 

materials. 
Provide 

accessible format 
upon request. 

Obtain 
accessible or 

conversion-ready 
format of 

resources where 
available. 
Provide 

comparable 
resources when 

accessible 
version is not 

available. 

Video Closed Captioning 
 
Post-production video to include transcript and 
captioning. 

Established processes around creation of video closed 
captioning – leveraging existing material. 
Supported the development of College practice/policy and 
training material for online document creation. 
Facilitated the update of existing necessary videos to new 
accessibility format, starting with highest risk/activity videos.  
Example: Health & Safety, HR. 

A/V, Accessibility Services & 
IT  
 

On-going 

Provide program information and student 
records in accessible format. 
Corporate public/client facing websites 
conform to Level A Accessibility Compliance. 

Identify and change Web Pages and Forms for Navigation 
requirements to conform to accessibility standards. 
 

IT – 
 

Web Development On-going 

Students may request program information and 
student records in accessible formats. 

Front line staff in the Registrar’s office have received 
appropriate training and resources to be able to respond to 
student accessibility requests. 

Registrar’s Office  Complete 

Marketing materials are developed in 
conversion ready formats.  

Marketing staff 
format. 

produce program material in an accessible Marketing  
 

Complete 

Student Portal Accessibility 
Provide student records in accessible format. 

Identify and change Web Pages and Forms for Navigation 
requirements to conform to accessibility standards. 

IT – 
 

Computer Systems On-going 

Student Records may 
accessible format.  

be requested in an Processes are in place to ensure that the Registrar’s office  
will be able to respond to student accessibility requests 

Registrar’s Office  Complete 
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Implemented a more accessible learning 
management system.  

Provide training and supports to faculty to utilize new LMS 
system. 
Developing solutions to accessibility challenges 

Educational Technology On-going 

Process to provide request to individual faculty 
for the need to provide accessible versions. 

The accommodation letter generated by Accessibility 
Services provides a request to the faculty for accessible 
documents.  

Accessibility Services On-going 

Compliance Deadline:  2013-01-01 
Legislation Deliverables Activities Responsibility Status 

 Accessibility Training – 
(January 2013) 

Phase 1 Provide on-going Microsoft Office workshops for staff and 
faculty that will include an overview of their accessibility 
functions 

Human Resources & 
Professional Development 

On-going 

Section 16: 
Provide 

educators with 
accessibility 
awareness 

training related to 
course delivery 
and instruction. 
Keep record of 
training dates 

and individuals 
trained. 

 
The College’s Accessibility webpages feature an Accessible 
Communication page that has templates, guides and 
learning modules on creating accessible documents. 
 
Co- organize and deliver PD events and resources for 
support staff and administrators on the AODA and 
accessible communication. 
 
Track faculty participation in mandatory accessible 
communication training. To date, more than 700 faculty, 
technologists, technicians and administrators have 
participated in the training.  
 
Include language in new faculty contracts and offer letters 
that completion of accessible communication training is 
mandatory and an expectation of all new faculty. 
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Accessibility Training – Phase II 
(January 2014) 

Create and, on a regular basis, deliver accessible 
communication training (that includes universal instructional 
design) to faculty. 
 
Work with IT and other stakeholders to create an on-line 
system that will auto-populate and track all mandatory 
training for new employees 

Human Resources & 
Professional Development 

On-going 

Compliance Deadline:  2013-01-01 
Legislation Deliverables Activities Responsibility Status 
Section 16: Accessibility Training – Phase III Include accessible communication training as part of the Human Resources & On-going 
Training to 
educators (January 2015) orientation of new faculty 

 
Professional Development 

(continued) Update and review faculty accessibility training and 
resources to ensure that material includes accurate  and up-
to-date information about  best practices and technology 
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Legislation Deliverables Activities Responsibility Status 
Section 7: Mandatory Human Rights training for all staff. An online module for the IASR was created which links to Human Resources & On-going 

Provide on-going 
training to all  the OHRC’s five-part Working Together module on the 

Human Rights Code and the AODA. 
Professional Development 

staff, relevant to 
their positions, 
on the IASR 

To date, over 640 Conestoga employees have completed 
the training.  

standards and on The training module provides employees with a good 
the OHRC as it understanding of the linkages between the AODA and 

pertains to Human Rights Code. 
disabilities. 

  

Compliance Deadline:  2014-01-01 
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Compliance Deadline:  2014-01-01 

Legislation Deliverables Activities Responsibility Status 

Section 11: 
Ensure feedback 

processes are 
accessible, by 

providing 
accessible 

formats and 
communication 
supports. Notify 

public about 
availability of 
accessibility 

supports. 

Feedback collection and response processes 
are in place. 
 
  

The College’s website features an Accessibility Feedback 
Survey, which is available via multiple access points on the 
website for use by the general public, students, and 
employees. Paper-based copies of this feedback survey are 
available at all campus Accessibility Services offices, and at 
the major student/customer service departments in the 
college.  Staff are available in these areas to assist 
individuals in the completion of the feedback 
form.  Interested persons may request an alternate version 
of the feedback from by a link on each website page, via 
email or by telephone.   
Response: The feedback is monitored on a regular basis by 
the Student Services Administration office. Feedback and 
suggestions for improvements are forwarded to the relevant 
department within the College, as needed. Unresolved 
issues are forwarded to the College’s Accessibility Planning 
Committee for consideration. A procedure is in place to 
ensure that feedback is responded to in a timely way, and 

AODA Committee/ 
Manager, Student Access 
 

Complete / 
On-going 

follow up is ensured by the most appropriate respondent. 
The AODA Feedback process documents and stores all 
correspondence and submits a report annually to the AODA 
Committee. 
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The Conestoga website has information about 
how to access communication supports. 
 
Feedback processes are accessible. 

Conestoga Accessibility website has clear processes about 
how a user can obtain communication supports to utilize 
feedback processes. Staff are aware of how to make 
requests.  

AODA Committee On-going 

Feedback policies and procedures developed 
and posted in a public location. 

Accessibility feedback policies and procedures have been 
developed and are posted in on the Accessibility website. 
Processes are monitored by the AODA Committee.  

AODA Committee 
 
 

On-going 
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Compliance Deadline:  2014-01-01 

Legislation Deliverables Activities Responsibility Status 

Section 14: 
New Internet 
websites and 
web content. 
Accessible 

websites and 
web content 
(Phase 1 – 
WCAG 2.0  
Level A) 

Corporate and myConestoga (Portal) 
public/client facing web pages/sites and forms, 
conform to Accessibility Compliance. 
 

Identify & Adjust Navigation and Template improvements to 
core Web Pages and Forms.  Example: main navigation vs. 
sub-navigation for open programs, new blue buttons and 
proper headings for announcement areas. 
Adjust service content for myConestoga (Portal) 
Communities Identify & Adjust advanced Navigation and 
Template improvements to remaining Web Pages and 
Forms. 
Implemented proactive monitoring of the corporate website 
to ensure all new/edited web content falls within the WCAG 
2.0 Standards. 
MyConestoga portal is modified to conform with WGAC 2.0 
Standards as changes to the portal are being made. 

IT – Web/Portal 
Development 
 

Complete 
 

On-going 

Web content related to the College must meet 
standards. 

Inform owners of web material that is contracted by the 
College. 
Clause added to purchasing Contracts to ensure service 
provider meets AODA regulatory requirements. 
Working with Professional Development to identify users 
that require assistance in creating accessible content and 
making coaching available to them. 

IT/ Purchasing On-going 

Existing Online Documents (i.e. Word, Excel, Implemented a process for online documents to conform to IT Complete 
PDF) to conform to Accessibility Compliance. standard (created for New Docs). 

Facilitate the conversion/adjustment of documents to new 
accessibility format, starting with highest risk/activity 
documents/sites. Example: Health & Safety, HR. 
Working with Professional Development to identify users 

 
 

 
On-going 

 
 

Complete 
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that require assistance in creating accessible content and 
making coaching available to them. 
 
Created a site with resources and instructions on how to 
create accessible documents and communicated to all 
employees. 

Corporate and myConestoga (Portal) 
public/client facing web pages/sites and forms, 
conform to minimum Level A 
 

Update/Redevelop Web Forms (navigation & validation) on 
the Web to achieve Level A compliance. 
Design notification to user when about to open new window. 
Implemented proactive monitoring of the corporate website 
to ensure all new/edited web content falls within the WCAG 
2.0 Standards. 

IT – Web/Portal 
Development 
 

Complete 
 

 
On-going  

 
Ensure headings are consistent and conform to standard. 
Review department websites and adjust accordingly. 
MyConestoga portal is modified to conform with WGAC 2.0 
Standards as changes to the portal are being made. 

Internal facing Web Applications used across 
the college to conform to minimum Level A  

Apply above Steps 1 through 3. 
Student Portal has had a facelift to align with the WCAG 2.0 
Standards. 

IT – 
 

Computer Systems On-going 
Complete 

 
MyConestoga is currently undergoing this process, HR 
Portal conforming as changes are required. 

On-going  

 
New Online Documents (i.e. Word, Excel, 
PDF) to conform to Level A. 
 

Establish processes around creation of online documents to 
conform to standard – leveraging existing material. 
Support the development of College practice/policy and 
training material for online document creation. 
Facilitate creating documents to new accessibility format, 

IT 
 

On-going 
 
 

Complete 
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with priority to highest risk/activity documents/sites. 
Example: Health & Safety, HR. 
Created a site with resources and instructions on how to 
create accessible documents and communicated to all 
employees. 
Processes for quality analysis of web content to 
meet/exceed WGAC 2.0 Standards have been developed 
and put into place. 
Created accessible templates for core corporate documents 
(Policies & Procedures). 

Compliance Deadline:  2014-01-01 
Legislation Deliverables Activities Responsibility Status 
Section 22: 

Recruitment: 
Notify applicants 
about available 

Notification process for employees and public 
re: accommodation in recruitment process 
  

Job postings contain notification to advise employees and 
public that accommodation is available in the recruitment 
process 

Human Resources 
 

On-going 

accommodations. 

Section 23: 

Notify applicants selected that 
accommodations are available upon request - 
communication with short-listed candidates re: 

Shortlisted candidates are advised via email of availability of 
accommodation during selection and assessment process. 

Human Resources 
 
 

On-going  

Recruitment, availability of accommodation. 
assessment or 

selection process Implementation of accommodation plan. 
Provide suitable accommodation upon request. 

Process is in place for employees to request 
accommodation.  Human Resources works with College’s 
medical consultant, as appropriate, to implement suitable 
accommodation 

Human Resources 
 
 

On-going 
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Section 24: 
Notice to 

successful 
applicants 

Notify successful applicant of accommodation 
policies - communication with successful 
applicant at conclusion of competition re: 
Conestoga’s accommodation policies 

Successful job applicants are advised of Conestoga’s 
accommodation policies as part of employment offer 
process. 

Human Resources 
 
 

On-going 

Compliance Deadline:  2014-01-01 
Legislation Deliverables Activities Responsibility Status 

Section 25: 
Informing 

employees of 
supports 

Inform employees of policies supporting 
employees with disabilities. Communications 
process to ensure new and existing employees 
are aware of policies related to 
accommodation 

Email sent to all employees to advise of accommodation 
process and how to request same.  Material given to all new 
full-time employees as part of on-boarding process.  Part-
time employees are advised via their part-time employment 
contract. 

Human Resources 
 

On-going 

Section 25: Provide information to new employees. 
Informing 

employees of 
supports 

(continued) 
Provide updated information on 
accommodations policies. 

Section 26: 
Accessible 
formats and 

communication 

Provide accessible formats and 
communications supports for job or workplace
information - Accessible Employee P

 
ortal 

Information on employee portal is compliant with AODA 
communications standards.   

Human Resources 
 

Complete / 
On-going 

Consult with employee to determine suitability Human Resources works with individual employees, as Human Resources Complete / 
supports for of format or support. requested, to ensure they are able to access information  On-going 
employees relating to Human Resources processes. 
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 Compliance Deadline:  2014-01-01 
Legislation Deliverables Activities Responsibility Status 

Section 28: 
Documented 

individual 
accommodation 

plans. 
 

Develop written Accommodation Procedure for 
documented individual accommodation plans, 

which includes all required elements. 

Accommodation procedure reflects requirements under 
AODA legislation, including elements such as: 

• How employee can participate.  
• How employee will be assessed. 
• How College can request accommodation be 

achieved.  
• How employee can request participation of union 

representative. 
• How employee’s personal information will remain 

private. 
• How, and how often, plan will be reviewed and 

updated. 
• How reasons for denied request will be 

communicated. 

Human Resources Complete/On-
going 

• How plan will be provided to employee 
Section 29: 

Return to work 
process  

Develop a documented  Return to Work 
Procedure 

Return to Work Process is compliant with AODA 
requirements. College used this process in working with 
employees to develop accommodation plans. 

Human Resources 
 

Complete / 
On-going 

Section 30: 
Performance 
management  

Include accessibility considerations in 
performance management processes - 
Revised Performance Management Guidelines 

Performance Management Guidelines for academic, 
administrative and support staff employees revised for 
accessibility considerations. 

Human Resources 
 
 

Complete 

Section 31: 
Career 

development and 
advancement  

Include accessibility considerations in career 
development and advancement processes  - 
Accommodation Procedure 

Accommodation Procedure 
development process.  

addresses accessibility in career Human Resources 
 
 

Complete 
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Section 32: 

Redeployment  
Include accessibility considerations in 
redeployment processes - Accommodation 
Procedure 

Accommodation Procedure addresses accessibility in 
redeployment process.  

Human Resources 
 

Complete 

Compliance Deadline: 2015-01-01 
Legislation Deliverables Activities Responsibility Status 

Accessible and alternate formats are available Students registered with Accessibility Services may request AODA Committee/ On-going 
to students and clients upon request.  accessible formats of classroom materials as an Accessibility Services / 

accommodation.  Faculty/OD Department  

Section 12: 
Accessible 
formats and 

communication 
supports. 

Arrange for 
accessible 

formats and 
communication 
supports (upon 

request, in a 
timely manner), 
at cost that is no 

more than 
regular charge to 

others. 

Training for staff and faculty on how to develop documents 
in accessible formats is on-going. Staff are aware of this 
requirement and have resources available to them. 
The College’s website includes a statement on every 
website page regarding obtaining alternate formats with a 
hyperlink to a page containing the various contact methods 
(in-person, email, telephone) to make requests for alternate 
formats/accessible documents. 
Information Services staff are trained in handling requests 
for alternate formats from the general public. A form has 
been developed to record the necessary information in order 
efficiently serve the client.  

Conestoga is equipped to provide the 
necessary communication supports, alternate 
formats, equipment and to create documents 
that meet accessibility standards.  

The Adaptive Technology lab has adequate staff and 
resources to ensure the College is equipped to produce or 
outsource the production of alternate format documents 
upon request for students registered with Accessibility 
Services. 

Accessibility Services & AV 
Department 

On-going 

The Adaptive Technology Lab, Accessibility Services, and 
the AV department are equipped to provide communication 
supports as needed and upon request. 
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Conestoga offers communication options to 
access programs and services 

The College maintains a TTY system. 
Communication supports are communicated in College 
processes and are available upon request. 
Staff members are informed about available communication 
supports and how to access them. 

AODA Committee On-going 

Conestoga has captioning policies and 
procedures to guide the purchase, creation 
and retrofitting of audio visual materials. 

A Captioning Committee has been established with a 
mandate to develop, monitor and maintain relevant policies 
and processes to ensure the captioning of college videos.  

Audio Visual Department Complete 

All videos shown at Conestoga have a 
captioning option. 

Captioning policies and procedures are in place.  LRC / Audio Visual 
Department 
 

In progress 
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Compliance Deadline: 2015-01-01 

Legislation Deliverables Activities Responsibility Status 

Section 12: 
Accessible 
formats and 

communication 
supports 

(continued) 

Video acquisition All newly acquired videos must be captioned. 
Purchasing has added the following question to the standard 
Purchase Requisition form, “Were AODA requirements 
considered? If No, provide explanation as a separate 
attachment. The requisitioner must check off “Yes” or “No” 
on the Purchase Requisition and offer further explanation 
where “No” is checked.  

Purchasing Department Complete 

Video production 
 
 

Produce high-definition video products that are models of 
accessible formats and diversity. Videos must meet 
established standards for persons with disabilities, including 
but not limited to; open captioning, transcripts, audio 
description and ASL/LSQ interpretation (standard 30 
frame/second for sign language interpretation insert)  

Audio Visual and 
Educational Technology 
Departments 
 

On-going  

Conestoga has processes in place to make 
captioned videos available in classrooms upon 
request. 

Captioning procedures are in place for videos on a request 
basis. The accommodation form from Accessibility Services 
alerts faculty to the need to have videos captioned.   
Camtasia software purchased for captioning and portable 
studios built for faculty use. 

Audio Visual Department 
 

Complete 

All classroom videos will be shown with 
captioning. 

All currently used classroom videos will be captioned. 
Faculty will ensure that the captioning component is turned 

Faculty In progress 

on. 
Overall standards are developed to ensure all 
learning materials adhere to accessibility 
standards. 

Training specific to accessibility is identified, created, and 
provided to assist employees in providing accessible 
formats.  

Academic Coordinating 
Committee 
 

In progress 
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Regular discussions occur among members of Academic 
Administration, Accessibility Services, and Organizational 
Development to assess issues 

Educational Technology and IT are purchased 
and designed with accessibility in mind.  
 
New Online Documents (i.e. Word, Excel, 
PDF) to conform to Level A. 

The IT/Educational Technology department has acquired a 
new accessible online learning management system 
(Desire2Learn) for the college.  
 
Clause added to purchasing Contracts to ensure service 
provider meets AODA regulatory requirements. 
Created a site with resources and instructions on how to 
create accessible documents and communicated to all 
employees. 
Processes for quality analysis of web content to 
meet/exceed WGAC 2.0 Standards have been developed 
and put into place. 
 
 

IT/Educational 
Technology/Purchasing  
 

On-going 
 

 
Complete 

 
 

Complete 
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Compliance Deadline: 2015-01-01 

Legislation Deliverables Activities Responsibility Status 
Consult with person requesting alternate 
formats or accessible documents. 
 

Questions about accessible and alternate format documents 
are directed to the Adaptive Technology Lab, where details 
can be worked out.  

Accessibility Services/ 
Adaptive Technology Lab/ 
IT 

On-going 

Section 12: 
Accessible 
formats and 

communication 
supports 

(continued) 

Students, clients and the general public can 
consult with a staff member who is 
knowledgeable about accessible and alternate 
formats when requests are made.  

 
Create electronic link for alternate format requests for the 
College website. 

Notify public of availability. 
 
Conestoga ensures that information about 
accessible formats is readily available.  

The Conestoga website shares information about the 
availability of accessible documents and alternate format 
availability.  
 

AODA Compliance 
Committee 
 

Complete 

Marketing materials are accessible on request. Conestoga brochures, events, calendars and marketing 
materials will notify the public of the availability of accessible 
formats. Our website has become our “official publication” 
and all key information from our publications is located on 
our website in an accessible format. Marketing materials are 
made accessible to screen readers so everyone can get at 
the same information through the same channels. 

Marketing Department 
 

On-going 

Section 18: 
Educational 

Libraries: print 
based resources 

Provide or acquire an accessible or conversion 
ready format of print-based resources, upon 
request. 
Note: Special collections, archival materials, 
and donations are exempted. 

Establish a library accessibility contact and a process for 
responding to individual requests from persons with 
disabilities. 
 

Library Complete 

Endeavour to purchase suitable formats where available or 
provide a comparable resource. 

Library On-going 
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Compliance Deadline: 2015-01-01 

Legislation Deliverables Activities Responsibility Status 
All textbooks created in-house are in 
conversion ready/accessible format 
 
 

Faculty training to learn how to create accessible documents 
is on-going and readily available 
Faculty are informed of deadline and are working towards 
having all in-house textbooks conversion ready by 2015 

Academic Administration / 
Bookstore /Professional 
Development 

On-going 

Section 17: 

Bookstore submits learning packages to M&T through their 
P.O.O.L. System. Each one of these learning packages 
is scanned into an electronic PDF or uploaded to their 
system if it is already in an electronic format. 

Producers of 
educational or 

training material 
(Phase 1 – 

accessible format 
/ conversion 

ready textbooks) 

Regular discussions occur among members of Academic 
Administration, Accessibility Services, and Organizational 
Development to assess issues 

Deadlines for text book orders are posted for 
each academic year and adhered to. 
 

Faculty have been advised to adhere to ordering deadlines. 
Last minute changes are minimized, due to potential impact 
(cost and delay) on students who require electronic books. 

Academic Administration / 
Bookstore / Faculty 

Complete 

Electronic versions of in-house textbooks are 
readily available to students registered with 
Accessibility Services 

Textbooks created in-house are available to the Adaptive 
Technology Lab for transcription purposes 
 

Accessibility Services/ 
Academic Administration 

Complete 

Agreements are in place to ensure that the 
Adaptive Technology Lab can access original 
electronic versions of books and course packs 
produced at the college.  

The Adaptive Technology Lab is able to access Conestoga 
books and course packs generically to share with students 
with a print disability who provide a receipt.  

Bookstore / Print Shop/ 
Accessibility Services  
 

Complete 
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Compliance Deadline:  2020-01-01 
Legislation Deliverables Activities Responsibility Status 
Section 17: All supplementary print based educational Faculty and staff training on accessible documents is readily Academic Administration & In progress 

Producers of material which is produced in-house is in available to ensure educational resources and Faculty /Bookstore/ IT/ Ed 
educational or accessible/conversion ready format supplementary materials are created in accessible formats Tech 

training material 
(Phase 2 – 

accessible format 
/ conversion 

ready for 
supplementary 

print-based 
resources) 

All producers of educational materials for 
College are aware of this requirement 
 

the Planning discussions will be carried out and implemented 
within required timelines. 

All student records, course descriptions and 
program information are produced in 
accessible formats 

Departments that contribute to the production of educational 
materials are aware of this requirement and are planning 
processes to ensure this standard is met. 

Section 18: 
Educational 

libraries: digital 
or multimedia 

resources 

Provide or acquire an accessible or conversion 
ready format of digital or multimedia resources, 
upon request. 
Note: Special collections, archival materials, 
and donations are exempted. 

Establish a process for inventorying, prioritizing, and 
captioning media resources. 

Library Complete 

Select and acquire databases based on conversion ready 
materials being available. 

Library On-going 

Participate on Heads of Libraries and Learning Resources 
(HLLR) AODA Task Force that is addressing this obligation 
with a sector-wide approach. 

Library In progress 

Compliance Deadline:  2021-01-01 
Legislation Deliverables Activities Responsibility Status 
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Section 14: 
Accessible 

websites and 
web content 

(Phase 2 – WCAG 
2.0 Level AA) 

All websites and web content, including 
Employee and HR Portal to conform to Level 
AA Accessibility Compliance. 

Identify and change Web Pages and Forms for Navigation 
requirements to conform to accessibility standards. 

IT – Computer Systems 
 

In progress 
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